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tin Deputy fiiwter (Support) 

SO'Kila Cft't H«pwt of S urvay of Clerical Training Program 


This m e morandu m contains reconsnendr tions submitted for BB/& approval. 

S uch recommendations are contained in paragraph 5« 

1. PEOBLi-^U 

To dctansln© (a) if present clarioal training in OTR la essential and 
(b) if it can b© carried an with Ions than eleven people. 

2 . WC1S BOlilMG 01 THE PEDBLelt* 

a. In the present labor market, the Agency accepts marginally adequate 
clerical/ ty pis t/ e t. eno personnel. (lee tab A) 

b. this Agency, and in fact the whole governmental structure, maintains a 
steady input of such personnel. 

c. Clerical level personnel are brought on board prior to final security/ 
medical clearance. 

d* The ffioe of Training conducts formalised training for clerical : .>er- 
flomol in two main e ate goriest 

(1) Orientation and Clerical Course* for emplty&es prior to placement. 

(2) nefresber Courses for on-board Agency personnel {See Tab B for 
course titles, classroom hours and numbers of students enrolled). 

e. there is a staff of eleven person® In the Clerical trai ning unit - 

On# Chief Instructor, Instructors and two ci«rloal support arsons 

(See fab C). 


! f • There is a peak p; riod in the aunaaer months when the newly graduated 

high school students enter on duty and there is a proportionally .- lack 
period from th* end of I <q>t« mbcr through mid-June. 

I 

25X1 A §• CIA K®tiee H» J ~~| ctated 2 July 1552 is obsolete in that Paragraph 5 

i does not reflect the Office of Training's present procedures. (£*-■© Tab B) 

h, Hie eequenos of 0.*t activities provides for aptitude tests to bo given 
in b< tween and after scheduling medical, polygraph tests, etc. (Tee Tabs 
i and E-j) 
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3 . i>&eagsioifi 


25X9 


b. 


4. 


e. 


fr ••® ret * ri0 *» •teaogr^pfeew and typist* i* a sellar’s 

Comlneiaa has lowered its standard* in the ftcno- 
aM attmpt# hmm fce«a* m*&m to aloo Ismm tho 
standards for Typists* The Chief, Clerical Placement Branch , Office ©f 

***** standards of the users of clerical personnel 
bHerod, and the demands to fill clerical 
y* 6 * 1 *?^ w^ted ^f attrition and promotions are steadily Increasing, 

"" «4« ft» the In- 

tf2l ® bvi fW a** to recruit cl<*rica personnel before the end 

^ rtl* oub.t^Ur* porftri^TLl 

VS** tati^nriowad each south, we obtain nine or ten appli- 
cants, 3m of whom drop out in the processing. 

Oleriool Orientation. Course is a two to three day course conducted 
Jf two Instructors, and includes some- IS subjects. The Clerical indue- 
tion tours* Is taught each day, repeated each week, conducted ty four 
instructors, mm includes some a«-ve» subjects. The Clerical ciefZN ©her 
Co^se is a four weeks’ course, which meets daily, conducted to two in- 

J?"* ^««tc. a number aj^uTtSliSi 

activities arc also conducted ty request of the operators. (See ' ab ») 

nS^fSL!! r***“£S? haurs fo * e »* h trustor during the 

b^^ 2 (£mf5i i) U m6 r * m@ *® »n a boll to boll time 


A war age per 

I ns tree tor 


Clerical induction raining - 7^ to 15 hr*. per week, each. 
Clerical Orientation Training • U to 15 hr*. per *«4, mk. 
clerical Wefreaher Training - 11 to 18 Jura, per week, inch, 

in addition, the now testing sy stoBi adds to one 
Clerical Induction Training Instructor* a duties 


7 

13 

13 


and one Clerical ftefraafeap Training instructor's 


duties 


6 hra. par seek 


S hra* eveiy 2nd week 


P* f “ tor of 1,0/60 «* <** <*> ««i>u.t. 
“ 6u f in.tro.Uo. to *S propM-ation, 

u n!, gp **‘ i * > °* ^bi* filter assumes that an instructor 

* "' *®*°b a K&Mmm of sixteen classroom hours per week « with Pit 

— 2 — 
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hours far preparation* conferences, scoring* self-improvement , etc. - 
«nd is fear below the requirements in stellar instruction in private 
secretarial schools and hi# school#. It is consonant with the demands 
on teachers ef skill* in Many, Arsy »nd kiM, it is particularly generous 
since instructors in these courses in OfR have the support of a thief 
Instructor, two clerical assistants and some scoring and monitoring help 
from students, further, the repetitious nature of the subjects requires 
less preparation on the part of the ins true tor than is true in opera- 
tional, technical or scientific subjects. 

g. Forty per cent of the man hours available for classroom instruction <320) 
is If 8 hours per week. Average classroom requirement is 07 hours for 
regular courser and nine hours for special courses or a total of 96 hours. 
Thus six instructors could carry the classroom workload as presently set 
up. 

h. Any consideration of staffing requirements must also take into account 
the need for uniformity of workloads, in order to avoid having to staff 
up to peak load lr-vcl, with the resultant excess of manpower during the 
off-peak periods. 

The peak lead of r ten©/ typist/ cl rieal recruits for pre-induction 
training commences about 15 dune and continue* for some three months. 

Ibis increases the number of classes to be taught in «ach subject and 
the amount of administrative work incidental to the enrollment, testing, 
scheduling, etc. ihia fluctuation affects the orientation and Induc- 
tion courses} it does not affect the Clerical Refresher courses, which 
aim given solely for Agency mnplcyees, currently offered on a year around 
basis. 

One obvious means of leveling off this sharp peak in workload is to limit 
the Clerical Refresher offerings to off-peak months. Dio two instructors 
so engaged could then be used to support the Orientatic® and Induction 
staff during the peak period. This means of solving the problem would 
require soma administratis* manipulation In the rescheduling of courses} 
25X1 A »1«> there- would fee an additional requirement on the versatility of the 
staff. 


i. The mtrrant 108) procedures as tiny refer to Tastin g and 
hem changed since 5 July 1£R>2 when CIA Notice Ms.f 
lisbed* {Sea Tabs B, I and %) 


[raining have 
(was put— 


J. A hiih percentage of IAS personnel, having failed the initial aptitude 
tests in typing and shorthand, has been able to qualify within the first 
weak of training (65* is typing, 7(&> shorthand during - slightly 
lower in 1956). This situation can be directly related to the timing 
ef the Initial test in relation to the sequence of activities required 
©f US anrollccs faring their first week on board. (Sea fab I and 


-3- 
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a. This .*• geney mast con time to accept aaargiml^r adequate elerical/ ty plat/ 
®trj» personnel feacanse of competition. 

h. fteia Agamy amt smlnt&tn a steady inmt of met pwmmml in order to 
neat ibe raapamnifetllti*** 

©» it if opasmtlenally a^pamea* to bring clerical l^val peraemsJL m feodrd 
prior to final a oc taritjr/aedical clearaaeo and it demlfee xsp&n tbs Ignacy 
to keep these people gainfully wpliy^d In ttee interim* 

I d. totalled *aw»ir*atif*-i> of th«? courses, lemma plane, •uraroltesjs'si, ana dlsoua- 

eien with galeeteri opiating official* Jttatdfjr present course* a* appro- 
priate and fH* Clerical i-ndnetien and Clnelanl Criantshto* 

Courses are absolutely e**«ntial at all tinea* Tfeo Clerical. At fresher 
Cawne %m ecsentUl to a lamer degress. 

a. km mxa&rmim of iwetrueter workload, baoed <m claasroms hours, atadent 
load and other pmtiasot faster*, Justifies the nine instructors, under 
art a nt mnk workload r^jnditiona. the two cl^rh/steno position* are 
neoasftijey to' *«pport the ia»trt*eter». However, m. smmfymi* of the anti*® 
year’s operation iadtootae that. th» prasanb eight (8/ inetructore iajselad- 
teg thr vhiff of the Clerical training h action/ have not always V an 
utilised to fall capacity. Certain in* true ter* have carried much lower 
workloads than dinars* 

f , This Agamy should Unit th« Clorioal dofreaher Coupee to off-peak 
Mentha* , 0>o Imtruatora pooltiosai and ceiling* amid ho deleted, rh-*» 
a dMavfng »wrti>p.JM '-»e of nenpwnr ov<wr too twelve month pari cud* 

25X1 A g* CB iatteo l I should reflect tbo present parmodiir m insofar «s th« 

0®E rrofosaitilsilittea are daaorifcad* 

it. The Initial aptitude teats, particularly in typing end: shorthand, should 
ha ilvea at a tine in tit# ooqoaaee of «y& activities vfesn ti»* mm *n- 
playaao are .in & ouffleiaat^r relsusd a tat® of mind to prosit tha «twcS- 
mm namfear to qualify . This should roeult in a rather sharp reduction 
in the neater of student# to he iswediat^ly' enrolled in training in order 
to qaalilp for plscewsnt. 

5* ds£<JJidi.JlLdf IS® j 

f t Is raeenaeadod that.' 

a* The ; 'lcrta*l Or imitation «d i eduction f ruining towreoa now onadoeted 
ty the Beale aetiool, atk, ho aaarldar^di ao *amaBtial N under pr-aa^ixt 
labor markat aosdb-tiom and he eon timed. (So® Tab B> 

! 

h. The ilmati fefrcA«ir louraea he off rod fro* t eptosibar to June only* 

| 

I -4s- 
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3 . 

<3. 


'Two ** ? setrti® tw positions uno cexli ng fee deleted from th® present irtaff 
etruagtfc of Him - loriool 'i’rain lug &mt, Basic School, QfK, ($*# tab >■■■/ 

Action be t-*l»n >*-y Ofh to aac-nd i*oi-»,gra«b $ of CIA Notice: Mo. 
doted % duly (r e® lab /*} 


25 X 1 A 


T|« 'fcltf , ease© school, O-W, the thtef, A#**i®sjfc»t ami t&ttciton P toff. 
l|frt *** ***• titter t leric*l Branch, BW, OP (with Hie nccict* 

f <» *•»«•■■* Staff, if mooted/ Jointer rocoaaider a, 
aequeact of atit; for new clerleal o^saa and «!**, H a tiod ae 

«f initial qualifying Aptitude 'rente for tlie advantage of % be w <sanleyee 
®nd the Agengp". Oca Tab* ft *mi s^) 



<h±«f, staff 

TiawUttlOK' » 

fab I - ®. S, ic.pt. of «afe©r Article 
fab B - Clerical training Conroe* 

Tab o - Clerical Training Unit, Baal* 
bcbeei, bis, t/c p**i tions 
end A*sigr*«»ta | . 

fob B •* Gfsjy of CIA Rotdce No, 

Tab-i - Segcence of *£I> Activities 
fab ; L - transfer of Testing of i$mm& 

Clerieal .-ifl^Mp 


25 X 1 A 9 A 


25 X 1 A 




(See memo to DD/S fr DTR dtd 11 Oct 56) 

"““gT • " T ‘ r ' ' V ig' — attached 

E.trcict-ir of Training 


1© 


i'ifIPfflofn 

Grig. 4 1 * Dir. of Tr. (cc held 
7 * DD/S C-' by DTR) 


1 Sim # fetUBO, 


m *r # o *, 


i - m» 

1 - c-hrswe 
1 - Management Staff 


Comeback 


she roCQrsshncUs -lone m p#r®grjs.ph 

$ or® Agfrovad* 


fcwto 


**» fct 

btfpatjf hirector 

(Suppeapt/ 
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